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ASSI STANT POLI CE CHI EF

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This is highly responsible | aw enforcenment work involving both
line duties and adm nistrative duties. The enpl oyee of this
cl ass assists the police chief in adm nistering the work of the
departnment, perform ng duties involved with personnel, finance
and budgeting, public relations, and any other duties assigned
by the police chief. In addition to such adm nistrative duti es,
the assistant police chief acts as the chief investigator for
t he departnent, being on twenty-four hour call to handle all
maj or investigations such as hom cides, armed robberies,
burglaries, etc. Duties of this class require a high degree of
know edge and skill in all areas of |aw enforcenment, including
| aw enforcenment adm nistration. The assistant police normally
wor ks i ndependent|y under the general supervision of the police
chief and is required to take over the duties of the police
chief in the chief's absence.

EXAMPLES OF WORK
Exanples listed below are illustrative only. They are not

intended to include all duties which may be assigned, neither

are they intended to exclude other duties which may be | ogi cal

assignnents to this class.

Assi sts the police chief in planning, directing, and supervi sing
the general activities of the departnment; serves as a |iaison
bet ween the chief and departnment subordi nates; relieves the
police chief of a wide variety of adm nistrative details through
performance of the duties of routine correspondence, enquiries,
records, etc., as required; perfornms any special | aw enforcenent
or investigation duties as may be personally assigned by the
chief; acts in the capacity of chief in the absence of the
chief, working with city council, city adm nistration, and any
other officials or civic groups as necessary;

| nstructs subordinate officers in methods, procedures, and
policies of the departnent; assigns tasks to subordi nates and
reviews operations; checks all arrests and dispositions
t hereof; reviews and critiques reports prepared by subordi nates
to correct errors and provide direction and supervision; fills
in forms and conpl etes standardi zed reports; wites narrative
reports; nakes reports, either formal or informal, on work
performance and attitude of subordi nate officers;

Performs internal affairs investigations; hears disciplinary

matters prior to going to the chief for disciplinary action;
i ssues verbal warnings;
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Personally investigates or directs the investigation of al
maj or crimes such as hom cides, arnmed robberies, burglaries,
ki dnappi ngs, commtted in the city; determ nes point of entry
where burglary has occurred; searches for physical evidence at
Crime scene; identifies and |abels all evidence collected
preserves chain of possession of evidence; releases evidence to
| aboratory experts for analysis; uses fingerprint equipnment to
l[ift prints; notifies coroner of cases of hom cide and rape;
takes witten, signed statenments from w t nesses;

Conducts searches upon probable cause wthout a warrant;
prepares all search warrants; executes search warrants; collects
information and evidence to identify persons suspected of
commtting crinmes; |ocates and apprehends persons suspected of
commtting crines; interrogates suspects; works with district
attorney to prepare cases for court; testifies in court;

Perforns public relations duties such as giving statements or
rel easing information to the news nedi a; makes tal ks, gives
speeches to schools, <civic groups, etc.; sets up and
coordi nates | ocal crinme prevention prograns such as nei ghbor hood
wat ch, junior police, etc.;

Devel ops procedures to provide for the receipt of information
concerning violations of the |law, both before and after such
violations occur; establishes contacts with and arranges for
receiving and giving reports, records, and assistance to other
| aw enf orcenent agenci es;

Wbrks with the police chief to investigate and interview all
applicants for positions in the police departnent;

Wbrks with the police captain to remedy any problens arising
with comruni cation or in the jail;

Assists in the preparation of the departnmental budget;

Mai ntains continuing procedures to provide departnenta
know edge of traffic conditions and provide for the alleviation
of traffic congestion;

Perforns rel ated duties as assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess ot herwi se specified, all requirenents nust be net before

adm ssion to exam nation.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States, being a qualified elector of the State of Loui siana, and
passing a civil service exam nation for the position.

Must be a regul ar and permanent enpl oyee i n good standing in the
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cl ass of Police Captain.

Before pronotion, nust pass a nedical exam nation approved by
the | ocal civil service board designed to show good health and
physical abilities sufficient to perform the duties of the
position.
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